Holding letter (1) Use this type of letter if you are unable to make any offer of payment immediately and need to arrange your finances.
Name and address of creditor

Date

Dear Sir/Madam

Re: Account No…………
Name and address of account holder

I regret that [I/we] [am/are] unable to maintain [my/our] current monthly payments because

[explain your reasons]. 
Suggested reasons: 

I have been diagnosed with [type of cancer] and I am currently receiving treatment [type of treatment]. The treatment is expected to last for a period of [add details] months, during which I will be unable to retain any form of employment. Therefore, I will be unable to maintain [my/our] current payment level.

Or

My surgery is scheduled for [date], which will then be followed by [add details] months of treatment. Throughout this period, I will be unable to work supplementary hours, which will affect my overall income. The [type of treatment] is expected to take [approximate length of time]. Therefore, I will be unable to maintain [my/our] current payment level.

Or 

I am currently caring for my [partner/child/parent/relative/friend] due to their diagnosis of [type of cancer] and have temporarily stopped work to care for them. Therefore, I am unable to maintain my current level of payment. I am expecting to be off work for a period of approximately [add details] months.

I am writing to all [my/our] creditors requesting details of the balance outstanding on [my/our] accounts and would be grateful if you would let me know how much [I/we] owe you. Once [I/we] have obtained this information, I will contact you again with a pro rata offer for repaying the above debt.

Or

I have applied for [type of benefit] and will contact you again as soon as I start to receive it.

Meanwhile, I would ask that during the above period you suspend all interest or other charges to prevent my debt from increasing. 

If you plan a return to work, you could use the following:

I have been sick/unemployed since [date] [explain reason for time off work] and am due to start/return to work on [date] and will contact you again once I have [started/returned] to work.

Or 

I have been actively caring for my [husband/wife/partner/child/parent/relative/friend] [explain reason why] since [date] and am due to start/return to work on [date] and will contact you again once I have [started/returned] to work.

Meanwhile, I would ask that during the above period you suspend all interest or other charges to prevent my debt from increasing. 

I thank you in anticipation of your acceptance. I will contact you again in writing as soon as [I/we] have up-to-date information from all [my/our] creditors and [I/we] [am/are] aware of available income to make pro rata offers.

Yours faithfully

[Your name]
